Guidance for When Justification Is Required and/or Not Required on Sponsored Agreement Expense Transfers
Questions to ask before approving:  
· Do the expenditure transfers make sense? Is the object valid/allowable on recipient account?
· Is the expenditure allowable, reasonable, allocable, and appropriate for the recipient account?
· Does the recipient account have sufficient unexpended balance to absorb the charge without going overdraft? (Consider F&A) 
· Is equipment being transferred onto grant at the end of the grant?
· Will the transfer “spend out” grant?
· Has the expense been transferred before the current request?
Expense Transfers include: 
· Expense journals
· PAA payroll expense transfers
· Accounting Adjustments
· P-Card transactions or P-Card accounting adjustments
· Expense Reports
· Other types not listed above.
When the four justification questions ARE REQURED
· Transferring expenses from a non-sponsored account to a sponsored agreement
· Transferring expense from one sponsored agreement to another sponsored agreement, even if they are related in scope.
When the four justification questions are NOT REQUIRED: 
· When correcting an object class or spend category only.
· When transferring expenses off of an award to a non-sponsored account. 
· When moving an expense from one grant line to another grant line on the SAME award.
· When transferring an overdraft from an award.
· When the transaction is related to recoveries.
· When the journal is to post an original expense that cannot be charged by other means.
Unallowable transfers from one sponsored agreement to another sponsored agreement
· Clearing an overdraft
· Convenience
· Attempting to “spend out an award.”
· “Parking” expenses on a grant account
· Moving expenses outside of the period of performance
· Moving expenses onto an account that is over-drafted or will result in an overdraft (*F&A)
· Avoiding restrictions imposed by law or restriction in a sponsored agreement.
· They cannot remove an unallowable expense using an overdraft transfer.
90 Day Exceptions Memo and Justification: 
· 90-Day Exception MUST explain why the transfer was not initiated in time to meet the 90-day deadline and what internal control procedures have been implemented to reduce the risk of reoccurrence. 
Example: 
	“Please accept this 90-day justification, expense posted to account in error and was missed due to staffing issues. Business Center has hired additional employees and will work to review termed accounts more frequently in the future.”
· 90-Day Exception not necessary when moving expense from a grant account to a non-grant account, moving expense between inter-related accounts, or 03WV.

	       Quick Check [image: ]

	
· Is a justification required?
· If Yes, is the justification present in the header memo and/or Comments?
· Does the expenditure transfer require the four justification questions?
· Are all four questions answered if applicable?
· Verify expense initial posting date.
· Does the expense on the journal have a budget date that matches the original expense posting date?
· If greater than 90 days in the past, a 90 Day Exceptions Memo will be required.
· Verify expense are within the Period of Performance (POP)
· Verify expense is allowable, reasonable, allocable, and appropriate.
· Verify there are enough funds to cover the expense on the grant the expense is being transferred to.
· Was the expense “parked” and they are now transferring the expense to the correct award. 
· If this is the case the expense is no longer allowable on any sponsored agreement and will need to be moved to a non-sponsored account.
· If overdraft removal-verify the amount of overdraft is correct taking into account F&A that may also be removed with the transfer. 
· Will the transfer “spend out” grant?  This is unallowable.
· Has the expense been transferred before the current request?
· Does the justification match and seem reasonable to what is being transferred?
· If at the end of the award and past the 2/3 mark of the closeout period, has the final invoice already been sent?  
· If so, the expense is no longer allowable on the award. 
· If no, the expense may still be transferred to the award. 
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